
GSA/BPA Order Process for Services

Does order require
funding document?

**See NAVAIR BPA Ordering
Requirements for Detailed

Information

GSA/BPA Team review package-Identify
items needed*

GSA/BPA Teams Prepares RAPS
Doc and Funding Memo

Customer faxes copy of signed
funding document to GSA/BPA

team and sends original to
comptroller**

Funding is accepted by Pax
River Comptroller

Contracts sends copies of the
delivery order to Customer,

Vendor, Comptroller and ITPA
Office

Customer Identifies
Requirements for New Orders
and Modifications to Existing

Orders

 Customer Develops
Statement of Work

Customer contacts vendor

Vendor provides customer
with quote

Customer prepares
Justification, Cost

Estimate,Cost Comparison,
CDRL's, Level 2 Approval

Is Additional
Information Needed?Yes

No

Yes

Does order require IT
Management Approval?

No

ITPA Office
prepares IT

Approval Memo

No

Yes

GSA/BPA Team forwards
complete package to Contracts

Contracts negotiates and awards
the delivery order

*See Sevices Checklist


